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Rules

General Overview

The Rules Subsystem enables secretariats and departments to customize LCM to meet
their varying business needs. By setting up rules tables, departments can fine-tune
LCM to meet their cost accounting requirements. LCM checks these tables and
processes payroll based on their contents. Rules tables can assist departments in:

e  Statutory compliance

e Charging and tracking labor costs.

e Accurately providing an interface that makes data entry easier
and less prone to error.

LCM offers 3-different types of rules functionalities — each with different levels of
controls and applicability, which departments can use separately or in combination to
meet a specific or a set of business requirements. These rules functionalities are:

1. Position Authorized Accounting Rules (POAA)
e Position Specific
e Account Specific
o Department Specific

2. Department Event Accounting Rules (DEACC)
o Department Level (department wide - all units)
e Department/Unit Level (unit specific)

3. Alternate Account Rules (PALT)
e Account Specific

Both, LCM and MMARS, often invoke these rules functionalities for some payroll
related document processing. For instance, the following LCM documents: EPPA,
DEPTE and LARQ; and MMARS documents: PRLDE, PRLIF and PRADJ, all edit
against POAA rules settings (to Fund Accounting elements). Meanwhile, DEACC and
PALT, are only invoked during payroll processing/funds availability.

Position Authorized Accounting Rules (POAA)

When a department hires an employee, the employee is appointed or “assigned” to a
position within an appropriation that supports the work being performed by that
employee. The initial assignment of the employee into an appropriation may require
different processes and controls, depending on the type of account, the branch of
government, or whether the employee is a regular or contract employee. In the payroll
system, that initial hire or “job” is the most basic starting point for accounting of the
payroll expenses associated with an employee.

In order for expenditures to be made at the employee level from an appropriation
different than the position assigned appropriation, a rule must be in place. CTR retains
exclusive rules approval authority; in other words, no other government entity can
approve rules. When CTR approves a rule, it does not make expenditures happen — it
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simply puts the edits in place for employee defaults or employee exceptions, set forth
by the department, to be valid. Making expenditures to a different account requires the
department to actually enter the accounting information at the employee level.
Although a CTR approved rule allows a transaction to be made, it is still, the
department’s responsibility to ensure the transaction is appropriate.

All CTR approved transactions are subject to audit, therefore, rules application
packages are kept on file at CTR for future audits.

The logic of which rule should be requested should follow these general concepts:
Because of the most restrictive processing, departments should request the least

restrictive rule whenever possible. The logic of which rule should be requested should
follow these general concepts:

Department Business Requirement Rule Type to Request

ISA
Settlement/Judgment
Terminal Leave POAA — Position Specific
Cross Dept/Reimbursement

Position X in Account Y to Account Z

o All Positions in Account Y to Account Z POAA - Account SpeCifiC

 Any Position in Any Account to Any Account POAA — Department SpeCiﬁC

o Event XX to any employee always to Account Y DEACC - Dept/Unit Specific

e Anytime insufficient Account X to Account Y PALT - Account Specific
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R ule s | ——

Position Accounting Rules (Continued)
Identify your department’s payroll/business requirement:

e One time payments - since these payments are specific to the employee, a
position specific rule should be requested. In the LCM, the period of time the
rule remains in effect can be entered.

e |SA’s (Interdepartmental Service Agreements) — All ISA’s require a position
specific rule.

e Cost Sharing - if every employee assigned to the appropriation is eligible for
the cost sharing, whether or not you actually plan to share expenditures for
every employee, an account specific rule should be requested. In other
words, the sharing of costs may be done regardless of which employee
defaults or exceptions are changed to make the actual expenditure.

e Administrative Convenience Accounts — In these situations, a rule that any
position can charge any account may be appropriate. Formally known as a
position assigned Rule 4, now referred to as department specific. (Limited
use and applicability)

Department Event Accounting Rule (DEACC)

The Department Event Accounting Rule is the only LCM Rule that is not only a
permission, but also an action. The Comptroller's Office authorizes the department to
distribute labor at the pay event level by entering the event transaction into the
Department Event Accounting Information table (DEACC), which in turn will
automatically distribute payroll dollars to desired appropriation(s) based on the Event
Type, Home Unit (optional), and Labor Distribution Override Options set in this table.

Not every department is granted this permission. See the Comptroller web site for
Payroll Policy and Procedures regarding Department Event Accounting Rules. See the
e-Learning modules on Labor Distribution Profiles and Distribute Labor for more
information on Labor Distribution Override Options.

Departments will request Department Event Accounting Rules directly from the
Comptroller's Office, with no LCM system transaction. Departments can later view
approved Event Accounting Rules through the Department Event Accounting
Information table (DEACC) if and when approved.

Rules | —

Alternate Account Rule

LCM has the capability to establish alternate accounts for a department, so that if
during the Funds Availability process a primary account is insufficiently funded,
alternate funding source(s) may be used to pay employees or contractors. Please note
that more than one fund may be designated as an alternate.
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Not

every department is granted this permission. See the Comptroller web site for

Payroll Policy and Procedures regarding Alternate Account Rules.

The

department will be authorized to enter data into LCM by using the Payroll Alternate
Accounting Information document (PALT) to submit requested Alternate Account Rules

through workflow for approval.

The

completed and signed LCM Rules Request Form should be kept on file at your

department; any backup documentation that does not fit in Document Comments field
in LCM should be sent to LCMRules@osc.state.ma.us with your rule Document ID in
the subject.

Departments can later view approved Alternate Account Rules through the

Pay

roll Alternate Accounting Information table (PAYA).

General Guidelines for Rules Applications:

Rule Requests must be signed and approved by a person with written signatory
authority on file with the Comptroller.

Departments must provide the authorizing language that demonstrates the
authority by which the rule may be approved. (See Rule guideline grid.)

Rules are fiscal year based.

CTR approves rules based on the language authorizing the expenditure. Unless

the language restricts employee expenditures by position or position type, the least

restrictive rule should be used.

Rules

Procedure

November 9, 2004

e Within the Labor Cost Management system, enter the rule information for
which you wish to apply. Enter the document into LCM, there will be an
automated work-flow to notify CTR a Rule has been requested for
review/approval. You should enter your Justification and/or Statutory language
in the Document Comments section of your rule document in LCM; if you have
additional backup/supporting documentation you wish to submit with your rule
application then you can email that to LCMRules@state.ma.us. Remember to

include your rule Document ID with this correspondence.

e The Comptroller's office will approve or reject your LCM rule document, at
which point the status of the document will change from Pending Approval to
Final or Rejected. You can view approved rules in LCM using the PAUTH

Activity Folder (see LCM Rules E-Learning and Job Aid).
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Office of the State Comptroller

LCM Rules Request

1. Enter the Document [0 of the LS rule you created.

2. Indicate type of rule you are requesting-for additional info: [Bayroll Bules Fequest Procedures for FY2005)

3. Prowide the justification and statutory language supporting the rule in the comments section.

. The Comptroller’s office will approye or reject your LCM rule document, at which point the status of the document will change
from Pending Approsal to Final or Rejected.

E. ‘fou can view approved rules in LCM using the PAUTH Activity Folder [see LCM FRules E-Learning and Job 2id]

7. Save Excel form bo your computer, print a copy, sign and keep on file for a record of the request.

Rule Request Information: Additional Information:

[ Terminalleavs O FRuler Follaver
Fizcal Vear:
Dept. Code: [ CraerDept. Fule O Zertlement and Judqme
Subject [LEM Do [ FRaDJ O Friar¥ear Defizine<y
LCM Rule Type: &7
Charge Dept.Code: O Roimburrement [ 158 Tranrastion

| hereby submit the attached screen-prints of Labor Cost Management [LCR), along with supporting documentation from the
current General Appropriation Act, other legislative act, or authoritative documents, for approwal inthe LCM rules subsystem.
In doing 5o, | affirm that the entries are accurate representations of this department®s authorized payroll account management.
The approval of theze Rules will enable the department to apply payroll expenditures to correct accounts and will represent
accurate and true payroll processing. Detailed and accurate time sheets, signed by an authorized signatory, must be kept an
file at the department.

DEFARTMENT HEAD or AUTHORIZED DESIGNEE [Signature must be on File at CTR)

Signaturrd | Date: | |
Print Nar] I]epartment: | |
Justification/Memo

[Use "Crrl" """ keys to paste justification and statutory language.]

Eumptmli Date:

Figure 1 - LCM Rules Request Form
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Codes and Links to Related Job Aids

PAUTH/POAA Create a Position Rule.
PAYA/PALT Create Alternate Accounts.
FACTR View Account Specific Rule in Funds Availability Table.

S
v

Create a Position Rule (PAUTH — POAA)

This Job Aid shows how to:

o Define a Position Authorized Accounting Information activity folder (PAUTH).
o Define a Position Authorized Accounting Information document (POAA).

e Request a Position Rule using the POAA document.

o Create a POAA document for the first time using the Document Catalog.
Background:

Position Authorized Accounting Information activity folder (PAUTH) Definition: Activity folder departments will
use to view Comptroller-approved Position Rules and Position Rule status.

Position Authorized Accounting Information document (POAA) Definition: Document departments can submit to
request Comptroller approval to establish Position Rule(s), which would in turn enable the department to charge
payroll dollars to appropriation(s) other than HR/CMS statutory accounting.

NOTE: Please refer to the CTR Knowledge Center for additional Policy information.

NOTE: Please refer to the CTR Knowledge Center for additional Policy information.

Use the Document Catalog to Create a POAA document:

Follow these steps the first time you request a Position Rule in LCM, or if you do not see any Rule present in the
PAUTH activity folder in Step 4.

From the LCM Home Page (click the Home link in the Primary Navigation Panel, located in the upper right
corner of screen):
1. Click the Search link in the Secondary Navigation Panel (left side of screen).
Click the Document Catalog link in the Secondary Navigation Panel.
Click the Create link at the top of the Document Catalog page.
Type POAA in the Code field.
Type [3 Letter Department Code] in Dept field.
Click the Auto Numbering check box.
Click the Create link at the bottom of the Document Catalog page.
Skip to Step 6 in this job aid.

NG~ WN

Note: If you follow the above steps to create a POAA from the Document Catalog, be sure to click the “Insert
New Line” link beneath the grid in the sections pertaining to Steps 7 and 8 in this job aid. Otherwise, you will not
be able to populate those fields.

November 9, 2004 Page 8 of 26


http://knowledgecenter.osc.state.ma.us/KC/How_To/JobAids/LCM_J04.doc
http://knowledgecenter.osc.state.ma.us/KC/How_To/JobAids/LCM_JS08.doc
http://knowledgecenter.osc.state.ma.us/KC/How_To/JobAids/LCM_JS10.doc

LCM RULES PROCEDURES MANUAL

Step 1 - From the LCM Home Page

O Click the Rules link in the Business
Functions Panel.

» Message Center
» Search

+ i

VIARS

Home Personalize

i off Messaclinseis

Rules

Labar Histary s

tlas

hange  CTR Pay

Help

Step 2 - From the Labor Distribution
Rules Workspace

O Click the Position Authorized Acc
Act Folder (PAUTH) link.

Save Al Close
Labor Distribution Rules
Labor Distribution Rules
Funds Availability Rules

Emp/Fostion Info [

Labor Distribution Rules

Labor Distibution Rules

w Lahor Distribution Rules
Labuor Distribution Rules

Pay Event Object (PEOBJ

Fayroll COA Reguired Elements (PCRED)

Payroll Altemnate Accounting Act Folder (PAYA

Fosition Authorized Ace Act Folder (FAUTH) 4_0

Step 3 - From the Position Authorized
Accounting Information (PAUTH)
activity folder Search Window

(1] Type [3 Letter Department Code] in
Department Field.

Save Restart Save Al CI

General Information
Assigned Chart of Account
Authorized Chart of Accou
Related Documents

@ (Optional) Type [4 Digit Unit Code]
in Unit Field.

© Click Ok

Position Authorized Accounting Information

Meny
Postion
Department | Unit | Position Humber | Active | From | To
First Preu Nest Last  Curent Timeline Complete Timeline Custom Timeline
Bl 2 search - Microsoft Internet Explorer =] |
£
Department : "
Unit : her
Position Humber : et
Active : =2 rom
el Ok Clear Cancel
© o o [T
tive : [~

Step 4 - From the PAUTH Position
Section

@ select the default Rule for your

Rules

-

department or the Rule from the grid at Sove Festor Sare AL
the top of the page that most closely

resembles the Rule you will request.

Authorized Chart of Accoul

Related Documents:

Note: If there is not a Position Rule in this
activity folder for your department, follow
the instructions in the cover page of this
job aid to create a POAA document from
the Document Catalog.

@ Click Authorized Chart of Accounts
Link from the Secondary Navigation
Panel.

Position Authorized Accounting Information

Postion
Current Timeline

Department | Unit | Position Humber | Active From To

v POL AR true 070172004 12/31/9999
POL FARREREARRRRARRARERE true 070172004 12/31/9999
POL 1000 00004 030 true 070172004 12/31/9999

First Prev Mest Last Cument Timeline Complete Timaline Custom Timeline

Menu

1]

November 9, 2004
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Step 5 - From the PAUTH
Authorized Chart of Accounts
Section

@ Click the Modify Position
Authorized Accounting Information
Document link at the bottom of the
page

Save Restart Fave Al £l
Close
+ Position
Assigned Chart of Accoum

Related Documents

Menu

Department : POL Positi
Unit :

Mumber :
From: 07/01/2004

To: 12/31/0099
Active : true

Authorized Chart of Accounts
Fund | Dept | Unit Appr
e POL &1000007

Object | Program

Phase | BSA

First Prev Mext Last

b
b General Information

Search

b

Fund &

b Assigned Detail Accounting

b Authorized Fund &

b Authorized Detail A

Top
tdodity Position Authorized ing |nfs tion Document

Step 6 - From the Position Authorized
Accounting Information (POAA)
document — Position General
Information section

(1] Modify data in the following
required fields, if necessary:

. Department: Type or select
[3 Letter Department Code].
. Unit: Type or select [4 Digit

Unit Code], or type a space in this
field if you would like this Rule
to apply to all units in your
department.

. Position Number: Type or
select [8 Digit Position Number],
or type asterisks in this field if
you would like this Rule to apply
to all positions in the specified
department or unit.

. From: Select the effective
date of the Rule.
. To: Select the end date of the

Rule, if applicable. If this Rule
has no end date, leave this field
blank.

(2] Verify the “Active” box is
checked.

© Click Save Action Button

O Click Position Assigned
Accounting link in the Secondary
Navigation Panel.

Document View

~" Paosition General Information
Position Assigned Accountic
Position Authorized Account

Document History

Document Reference

Future Triggering

- 1- New - Draft

m&umm General Information
‘Department:[POL

Department De

Unit |
Unit Dese -
*Pasition Number:l

Fosition Desc : I
Active . @ < 9

| Actian Menu I

*Fram : [07/01/2004 E

To: [12/31/9299 El

[ " |

Vaidale |

Y cios= ]

Submit

Menu

November 9, 2004
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Step 7 - From the POAA document Position
Assigned Accounting section

(1 Modify data in the following fields, if
necessary:

o Department field: Type or select the [3
Letter Department Code] of the position-
assigned department.

. Appr field: Type or select the
appropriation number of the position-
assigned account, or type asterisks in this
field if you would like this Rule to apply
to all appropriations in the specified
department or unit.

Note: Do not insert more than one line in this
section of the POAA. If you need a Position
Rule to apply to more than one appropriation,
create and submit a separate POAA document.

@ Click Save action button

® cClick Position Authorized Accounting link
in the Secondary Navigation Panel.

Acion -~ No Action
& Update
¢ Delete
 Fuurnl Aceomirtinng
Fund I—
Sub Fund I—

owgect: [ ossa: |

Sun Object: [ Sub 0854 [

| Dup Object |

Dopartment [FOL| Revanue Sourco
ut:[ B b Revenue Source ;| DeptRevenue [
swunt:[ B LS I |
App . 1000007 swbBza [ B

B Detail Accournting

......

e

November 9, 2004
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Step 8 - From the POAA document Position
Authorized Accounting section

O Click the Insert New Line link.

@ Enter data in the following fields:

. Department field: Type or select the [3
Letter Department Code] of the
department you want authorization to
charge.

o Appr field: Type or select the
appropriation number of the account you
want authorization to charge, or type
asterisks in this field if you are requesting
authorization to charge all appropriations
in the specified department or unit.

© Click Save action button.

Note: (Optional) Click Insert New Line link
beneath the grid, and repeat items 2 — 3 for
additional appropriations you want the
authorization to charge.

O Click Vvalidate Action Button at the bottom
of the Page — check for errors.

© Click the Document Comment link, in the
Secondary Navigation Panel, so that you can
enter your justification/memo for your rule
request.

® From the Document Comment section,
click on Insert. LCM will automatically plug-in
information from the current document in most
fields and these cannot be changed.

@ Inthe Subiject field, enter the rule type you
are requesting (i.e.: Pos Specific, Acct Specific,
or Cross-Dept) and in the Comment field you
will enter your justification/memo for your rule
request, when done hit Save. Note that this field
can only take 1,500 characters; please use
wisely.

©® Click the Back link and LCM will take you
back to the Position Authorized Section of the
POAA document (top image of this page).

© Click Submit Action Button at the bottom of
the Page.

@ Click Close Action Button to close the
Document.

Logou

1000007
First P1ew Go To Nt Lt

= Fund Accounting

Fund: I

Sub Fund

ovjest:[ B ossa:[ B
swoject:[ | swossa[ B
RevenuzSowce:[ B Deptobject:[ B
Sub Revenus Source : |7 Dept Revenue © li
LR I |
subpse [ B

Departmznél
Unit:

Sub Unif:

Appr

Document Comments
POAA - CTH. DA00GHMO000000 1421

[ e
D] &) e m LAEEEEE2001QNC [GCIORODSID nem

November 9, 2004
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Step 9 - From the Position Authorized

Accounting Information (PAUTH) activity
folder

@ Click Close link in the Secondary
Navigation Panel to close the activity folder.

Department : POL  Position Number @ **#####sssss s To: 12/31/9999
General Information Unit ; **** From : 07/01/2004 Active : true
Assigned Fund Accounting
Assigned Detail Accourting .
Authorized Fund Acourting Chartiaia
i ] B Fund | Dept |Unit | Appr | Obiect | Program | Phase | BSA

Related Documents A PoL 81000007

First Prev Nest Last

Seach b
= General Information
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Create Alternate Account(s) (PAYA-PALT)
This Job Aid shows how to:

o Define a Payroll Alternate Accounting Information inquiry table (PAYA)
o Define a Payroll Alternate Accounting Information document (PALT)

e View existing Rules using the PAYA

e Request an Alternate Account Rule using the PALT

e Create a PALT document for the first time using the Document Catalog.

Background:
Payroll Alternate Accounting Information inquiry table (PAYA) Definition: Inquiry table departments will use to
view Comptroller-approved Alternate Account Rules and Alternate Account Rule status.

Payroll Alternate Accounting Information document (PALT) Definition: Document departments will use to
submit requested Alternate Account Rules through workflow for approval.

NOTE: Policy and Procedures have not changed, refer to the CTR Knowledge Center for
additional information

Use the Document Catalog to Create a PALT document:

Follow these steps the first time you request an Alternate Account Rule in LCM, or if you do not see any Rule
present in the PAY A activity folder in Step 4.

From the LCM Home Page (click the Home link in the Primary Navigation Panel, located in the upper
right corner of screen):

Click the Search link in the Secondary Navigation Panel (left side of screen).
Click the Document Catalog link in the Secondary Navigation Panel.

Click the Create link at the top of the Document Catalog page.

Type PALT in the Code field

Type [3 Letter Department Code] in Dept field

Click the Auto Numbering check box

Click the Create link at the bottom of the Document Catalog page.

Skip to Step 5 in this job aid.

© N o g B~ 0w D E
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Step 1 - From the LCM Home
Page

O Click the Rules link in the
Business Function Panel.

» Message Center
» Search

Home  Personalize  Help

Accessibility

oll byt

Logout

Step 2 - From the Labor
Distribution Rules Workspace

O Click the Payroll Alternate
Accounting Act Folder (PAYA)
link.

Home

Personalize

Help

Labor Distribution Rules

= Labor Distribution Rules

Labor Distribution Rules

Fay Event Object (PEOB)

Eayroll COA Required Elements (PCREQ)

— 0

Payroll Alternate At Fold

er (PAYA]

Position Authorized Ace Act Folder (PAUTH)

Accessibility

Logout

Step 3 - From the Payroll Alternate
Accounting Act Folder (PAYA)
Search Window

(1] Type [3 Letter Department
code] in the Department field

(2] (Optional) Type [4 Digit Unit
Code] in Unit field

© Click Ok

General Information

Fund Accourting

Detail Accounting
Alternate Accounting Distr|
Related Documents

November 9, 2004

Payroll Alternate Account

Help

g LCTR Pavroll Mamt

ing Information

Primary Accounting Distribution
[l /3 search - Microsoft Internet Exp
I

Fiscal Year : I—
] Fund:[
Department : |_o_
Unit: IT
appr:[
object:[
[ BSA: I—
e
. Phase : I—

6% Clear Cancel

Meny

B [=][E] cct | Program | Phase | Bsa

Il Alternate Ascounting Information

Accessibility

Logout
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Step 4 - From the Payroll
Alternate Accounting
Information (PAYA) table

(1] Verify there is a default
alternate account record in the
PAY A for your department.

If there is not, an Alternate Account
Rule, follow the instructions in the
cover page of this job aid to create a
PALT document from the
Document Catalog.

@ Click Create Payroll Alternate
Accounting Information link
located on the bottom of the page.

Genetal Infarmation

Fund &ccounting

Detail Accounting
Alternate Accounting Distr)
Related Documents

Personalize  Help  Accessibility

' View All (1 of 1) : One or more documents are pending. See the Related Documents for ...
Payroll Alternate Accounting Information

Meny

Primary Accounting Distribution

Fiscal Year | Fund | Department | Unit
v 2005 DFS
First Preu Hest Last

Appr | Object | Program | Phase | BSA

21002002

b
- General Information

Fiscal Year : |2005
Department : |DFS
Depattment Desce :

9

- b Detail A i /

Search

b Fund A

B v
Create Pawioll Alternate Acco, ing Infs i todity Payioll Alternate Infs i

Step 5 - From the PALT Primary
Accounting Distribution section —
General Information sub-section

(1] Type [Fiscal Year] in the Fiscal
Year field

(2] Type [department code] in the
Department field

® Click on Fund Accounting link
in the Secondary Navigation Panel.

Save Restan Save Al Cf

Documnent View
~ Primary Accounting Distribit
Genetal Information
Fund Accourting
Detail Accourting
Alternate Accounting D
Document History
Document Reference
Future Triggering

Home

Personalize

Help  Accessibility

e CIE

PALT - OSC - 00000000000000000012 - 1 - New - Draft

T cton ttanu

sk
- % General Information

*Fistal Year IT

*Depanmernt IT

Desc I—

b Fund A
b Detail A
Top

[ save Y wms Y e | vaiwe | Sumi J  ciese ]

November 9, 2004
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Step 6 From the PALT Primary
Accounting Distribution section —
Fund Accounting sub-section

(1] Type [department code] in the
Department field

Docurnent View
~ Primary &ccounting Distribut
General Intormation
Fund Accounting
Dietail &ccourting
Alternate Accounting Distrib

(2 Type [appropriation number] in

Document Reference

= General Information

~F|scalvear.|
’Denanmam'l
Departrrent Desc : |

the Appropriation field
®© Click Save button

O cClick Alternate Accounting
Distribution link in Secondary
Navigation Panel.

Future Triggering

Step 7 - From the PALT
Alternate Accounting

Distribution section

Sub Un
Appr

% Fung 0
Fura [ B3 ovject: [ B3 omsa: [
Sub Fun, subobject:-[ B subomsa:[
DEpaﬂmEnﬁ Revenue Source [ B Deptobject: [
unie:[ B sup Revenue Source [ B DemtRevenue:|

EE |
Sub BSA |

O Click Insert New Line link

Document View
Erimary Accournting Distribut
~ Aernate Acsounting Distrib

PALT - OSC - 00

| Fiscal Year J/ Department :

Fund &ccourting
Detal Accounting

Document Reference
Future Triggering

November 9, 2004

inzert Mew Line Insert Copied Line

&k
Action - e~ Mo Action
© Update
 Delete
“eriority: [T
~ Fund i

Fund: [T H
susFuna: [T B
Department: [ B
unit: [ B

sub onit: [

opject: [ B

sub owject: [ B

Revenue Source : [ B
Sub Revenue Source: [ B D

=L > |

opsa: [0
subomsa: [T |
Dept object: [

entRevenue: [

Page 17 of 26



LCM RULES PROCEDURES MANUAL

Step 8 - From the PALT Alternate
Accounting Distribution section

(1] Type [Priority number] in the
Priority field.

Type “1” in this field for the alternate
account you want accessed first, then

Home Personaliz A

Help

“2,” etc. for each additional alternate
account line you add to this section.

Fund #ccounting

Detail &ccounting
Document Higtory
Document Reference
Future Triggering

(2] Type [department code] in the
Department field

(3] Type [8 digit appropriation number]
in the Appropriation field

O cClick Save

(5 Repeat step 7 From “insert new
line” for any additional alternate
accounts.

® cClick the Document Comment
link, in the Secondary Navigation
Panel, so that you can enter your
justification/memo for your rule
request.

@ From the Document Comment
section, click on Insert. LCM will
automatically plug-in information from
the current document in most fields and
these cannot be changed.

O Inthe Subject field, enter the rule
type you are requesting (i.e.: PALT)
and in the Comment field you will
enter your justification/memo for your
rule request, when done hit Save. Note
that this field can only take 1,500
characters; please use wisely.

O Click the Back link and LCM will
take you back to the Payroll Alternate

v Alternate Accounting Distrib

Insert New Line Insert Copied Line First Prev $o To Next Last
b
Attion ¢ o Action
& Update P}
¢ Delete
%Uribj.l_o_
-% Fund & ting
fnd:[ B obect:[ B opsa:[ |
shrune:[ B sunobet:[ B suboBsa: |
Depanmem:l—e Revenue Suurce:l— DeptObject:l_
Unit: I— Sub Revenue Source : l— Dept Revenue : l_
sbunt:[ B g B
Appr: I_g— Sub BEA: l—
- b Detail i "
. (i0)
r_5291 Undo | Pt | vaidae | Sumt | Clse |
. S | (o | (v
Document Comments
PALT  CTR 05220600000000000002

Account Distribution Section of the
PALT document (top image of this

page).

@ Click Submit Action Button at the
bottom of the Page; click Close Action
Button to close the Document.

-
Bzont| ] 1) 2] 1) ] | Bi[ETn

C I e et

HeEEEEES®@0alDue |[NUSOR8s08 wm

November 9, 2004

Page 18 of 26
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Step 9 - From the PALT Alternate
Accounting Distribution section

Parsonalize Help Accessibility

@ Click the Close link in the
Secondary Navigation Panel to close
the activity folder.

@ View All {1of 1): One or more documents are pending. See the Related Documents for ...

Payroll Alternate Accounting Information

Appr | Object | Program | Phage | BSA

- 2005 DFS 21002002

0
Related Documents Fitst Prew Newt Last

View Account Specific Rule in Funds Availability Control Table (FACTR)

This Job Aid shows how to:
e View approved Account Specific Rule
e Define and State the purpose of the Account Specific Rule

Background:

Funds Availability Control Table (FACTR): is used to designate the Budget Tracking Amounts to which
the summarized payroll expense line amounts will be compared to in order to determine if there are
sufficient funds available.

Budget Tracking Amounts are the balances or “buckets” that LCM Funds Availability will retrieve from
MMARS for each summarized Budget Structure.

NOTE: Refer to the CTR Knowledge Center for additional Policy information.
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Step 1 - From the LCM Home
Page

O Click the LD Rules link in the | § % S e Pomcnes fhln | Accoshily
Business Functions Panel. fo aults ceptions abot st gss Change  CTR Pavyroll Momt

» Message Center
» Search

» History

» Favorites

» Administration

Step 2 — From the Rules
Workspace

Commonwealth

Home  Personalize  Help  Accessibility  Logou
of Massa

O Click the Funds Availability
Rules link in the Secondary
Navigation Panel. STy

Funds Availability Rules

Meny

Funds Availshilty Rules Funds Availability Rules Tables

@ Click the Funds Availability
Control Table (FACTR) link.

¥ Funds Availability Rules
Funds fuailability Rules Tables

Funds Awailability Contel Table (FACTR) . 9

Payrall Cross Ref (FEREF)

Step 3 — From the Funds
Availability Control (FACTR)
Table — Search window

O Type [4 digit] Fiscal Yearin |  INIVIARS ;
the Fiscal Year field.

LD Rules -
Save Restart Save Al Closel . aps
® Type [3 digit] Appropriation  [EEEITTILT | Funds Availability Control
. . . Cs Aualap iz /& search - Microsoft Internet Explorer =131x]
Type in Appropriation Type Furs Avaiaity des ol Search - Flicruselt Interne: tHERGESE = |
ﬂeld . Funds Availability Contol Table (F HO0e e Years Ir

Payroll Encumbrance Cross Ref(
Appropriation Type : |_Q_
© cClick Ok mproprision: [ |
Department : l—
Object Class : l— _;[

AP Period : vl
3_» k Clear Cancel
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Step 4 — From the Funds Availability Control Page

2} AMS ADVANTAGE - Microsoft Internet Explorer _|E | x

| Comma Ith Home Personalize Help Accessibility Logout
b h ) ] of Massachusetts

me em Admin nnfo  Def s LD b e C Il Moymt

Release Testing 1 R8.06
? Message Conter Funds Availability Control
+ Search
Pane Search
+ Document Catalon
feport Search
+ History
}+ Favorites
+ Administration

IS

hieny Quick Search

Budget
Fiscal
Year
e 2005 1Cs 50470001 DhiH i CENTRAL SUBSIDIARY EXPENSE  APPR UNITFUNDVEUB FUNDDERPARTMENTIOE) CLS  true
First Prev Mext Last

Appropriation
Type

Appropriation | Department | - Budget Structure Budget Structure Level

Save Undo Delete Insert Copy Pasts Search ik

¥ General Information

*BudgetFiscaIYear‘IZDDS (1) Operand : | LESSER THAW_[
*appropriation Typs IW Check Funds Availahility : p@
Appropriation Type Desc‘lm AP Fariod; LI
e RO o, D
Appropriation Dest : [EMERGENCV/ACUT
*Department: IM
Department Desc IW
“Object Class: [ @) B
Ohject Class Desc I

- ¥ Budget Information
“Budget Stusture : [CENTRAL SUBSIDIARY EXPETGED]
“Budget Stucture Level - [APPR UNT/FUND/SUB FUNDIDEPARTMENT/OE) G|

Pritriary BudgetTrackingAmount:|UNCOMMI1TED @ j
Secondary Budget Tracking Amount:lUNE}(PENDED @ j
Top

‘ o

This Sample is of a non-subsidiarized central expense budget.
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Term

(General Sub-Section) Description

(1] Budget Fiscal
Year

The budget fiscal year with which the calendar date is processed. Must be valid
on the Fiscal Year Page.

(2] Appropriation
Type

The type code associated with the appropriation unit. This code groups the
appropriation units you defined on the Appropriation Unit page for reporting
purposes.

(3] Appropriation

The amount authorized by the Legislature for a specific period against which obligations
can be incurred and expenditures can be made. An appropriation number identifies each
appropriation. The purpose of the appropriation and any other restrictive language is
included in the legislation authorizing the appropriation.

(4] Department

The MMARS 3-letter department code.

(5] Object Class

One of 17 categories being used to classify a type of expenditure (e.g., AA -Salaries
Permanent Positions, EE - Administrative Expenses).

(6 Operand

This field indicates if multiple budget tracking amounts are associated with the
accounting line. If selected, then the Secondary Budget Tracking Amount is required.

@ Check Funds

This field indicates whether funds availability edits will be performed.

Availability - . A
If no Account Specific Rule exists then Funds Availability Control would be taken from
the Appropriation Control. Either one of the records could bypass Funds Availability
when the box is not checked.
If selected, a Primary Budget Tracking Amount must be specified.

® AP Period If checked, allows you to define a separate Funds Availability Rule during the

accounts payable period.

© Encumbrance

This field indicates if a Payroll Hold encumbrance document is associated with

Reference the accounting line.
- @ Sitewide Not used for Account Specific Control Rules.
Indicator

November 9, 2004
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Term

(Budget Information Sub-Section) Description

Budget Structure

The Budget Structure indicates if the appropriation is subsidiarized or non-
subs diarized.

e Central Subsidiary Expense is for subsidiarized appropriations.

e Central Expense is for non-subsidiarized appropriations.

Budget Structure
Level

The Budget Structure Level indicates the lowest level of funds checking for
that appropriation.
e ApprUnit/Fund/Subfund/Department/ObjCls is for subsidiarized
appropriations.
e ApprUnit/Fund/Subfund/Department is for non-subsidiarized
appropriations.

See Central Budget Structure Overview module for more details.

Primary Budget
Tracking Amount

The Primary Budget Tracking Amount is the total amount to date that is
available to set aside for spending purposes.

Secondary Budget
Tracking Amount

The Secondary Budget Tracking Amount is the total amount to date that is
available to cover payroll expenses.

November 9, 2004
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Department Business Requirement Rule Type to Request

o ISA

o Settlement/Judgment

e Terminal Leave POAA — Position Specific

o Cross Dept/Reimbursement
e Position X in Account Y to Account Z

o All Positions in Account Y to Account Z POAA - Account SpeCifiC

 Any Position in Any Account to Any Account POAA - Department SpeCifiC

o Event XX to any employee always to Account Y DEACC - Dept/Unit Specific

o Anytime insufficient Account X to Account Y PALT - Account Specific
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Guidelines for LCM Rules Applications

Position Distribution s
Approval Guidelines
Account Account PP
One account’s language must refer to the other accounts and each must
State 01 State 01 include personnel OR Program must be the same for each account and
each account must include personnel.
State 01 Federal 04 Federal Budget includes personnel or administration.
Bond authorization or account language must include personnel or
State 01 Bond 02 administration.
State 01 Trust 03 Trust agreement must include personnel or administration.
State 01 Retained Retained Revenue account language must include personnel and, when
ate Revenue applicable, should refer to the position assigned account.
tate account must be a “match” account and include personnel
S bea“ h” d includ IOR
Federal 04 State 01 State account language must support the federal program and include
personnel.
Federal 04 Federal 04 Federal Budget includes personnel or administration.
Bond authorization or account language must include personnel or
Federal 04 \—> Bond 02 administration.
Federal 04 Trust 03 Trust agreement must include personnel or administration.
ne account’s language must refer to the other account and eac
O s | f he oth d h
on ate account must include personnel (administration for Bon anguage
Bond 02 State 01 include p | (administration for Bond) OR languag
must include explicit directives on the use of accounts.
Bond 02 :Eg Federal 04 Federal Budget includes personnel or administration.
Bond authorization or account language must include personnel or
Bond 02 Bond 02 administration.
Bond 02 Eg Trust 03 Trust agreement must include personnel or administration.
State account’s language must refer to the trust account and each
Trust 03 State 01 account must include personnel.
Trust 03 % Federal 04 Federal Budget includes personnel or administration.
Bond authorization or account language must include personnel or
Trust 03 Bond 02 administration.
Trust 03 Trust 03 Trust agreement must include personnel or administration.

Note: If an employee is paid 50% or greater from one account, this employee should be appointed (hired) into a
position in that account.
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General Overview


The Rules Subsystem enables secretariats and departments to customize LCM to meet their varying business needs. By setting up rules tables, departments can fine-tune LCM to meet their cost accounting requirements. LCM checks these tables and processes payroll based on their contents. Rules tables can assist departments in:


· Statutory compliance


· Charging and tracking labor costs.


· Accurately providing an interface that makes data entry easier


             and less prone to error.


LCM offers 3-different types of rules functionalities – each with different levels of controls and applicability, which departments can use separately or in combination to meet a specific or a set of business requirements. These rules functionalities are:


1. Position Authorized Accounting Rules (POAA)


· Position Specific


· Account Specific


· Department Specific


2. Department Event Accounting Rules (DEACC)


· Department Level (department wide - all units)


· Department/Unit Level (unit specific)


3. Alternate Account Rules (PALT)


· Account Specific


Both, LCM and MMARS, often invoke these rules functionalities for some payroll related document processing. For instance, the following LCM documents: EPPA, DEPTE and LARQ; and MMARS documents: PRLDE, PRLIF and PRADJ, all edit against POAA rules settings (to Fund Accounting elements). Meanwhile, DEACC and PALT, are only invoked during payroll processing/funds availability. 


Position Authorized Accounting Rules (POAA)


When a department hires an employee, the employee is appointed or “assigned” to a position within an appropriation that supports the work being performed by that employee. The initial assignment of the employee into an appropriation may require different processes and controls, depending on the type of account, the branch of government, or whether the employee is a regular or contract employee. In the payroll system, that initial hire or “job” is the most basic starting point for accounting of the payroll expenses associated with an employee.


 


In order for expenditures to be made at the employee level from an appropriation different than the position assigned appropriation, a rule must be in place.  CTR retains exclusive rules approval authority; in other words, no other government entity can approve rules. When CTR approves a rule, it does not make expenditures happen – it simply puts the edits in place for employee defaults or employee exceptions, set forth by the department, to be valid.  Making expenditures to a different account requires the department to actually enter the accounting information at the employee level.  Although a CTR approved rule allows a transaction to be made, it is still, the department’s responsibility to ensure the transaction is appropriate.  


All CTR approved transactions are subject to audit, therefore, rules application packages are kept on file at CTR for future audits.  


 


The logic of which rule should be requested should follow these general concepts:


 


Because of the most restrictive processing, departments should request the least restrictive rule whenever possible.  The logic of which rule should be requested should follow these general concepts:


		Department Business Requirement

		Rule Type to Request



		· ISA


· Settlement/Judgment


· Terminal Leave


· Cross Dept/Reimbursement


· Position X in Account Y to Account Z




		POAA – Position Specific 



		· All Positions in Account Y to Account Z

		POAA – Account Specific



		· Any Position in Any Account to Any Account

		POAA – Department Specific



		· Event XX to any employee always to Account Y

		DEACC – Dept/Unit Specific



		· Anytime insufficient Account X to Account Y 

		PALT – Account Specific
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Position Accounting Rules (Continued)

Identify your department’s payroll/business requirement:


· One time payments - since these payments are specific to the employee, a position specific rule should be requested.  In the LCM, the period of time the rule remains in effect can be entered.


· ISA’s (Interdepartmental Service Agreements) – All ISA’s require a position specific rule.


· Cost Sharing - if every employee assigned to the appropriation is eligible for the cost sharing, whether or not you actually plan to share expenditures for every employee, an account specific rule should be requested.  In other words, the sharing of costs may be done regardless of which employee defaults or exceptions are changed to make the actual expenditure.


· Administrative Convenience Accounts – In these situations, a rule that any position can charge any account may be appropriate.  Formally known as a position assigned Rule 4, now referred to as department specific.  (Limited use and applicability)


Department Event Accounting Rule (DEACC)


The Department Event Accounting Rule is the only LCM Rule that is not only a permission, but also an action. The Comptroller’s Office authorizes the department to distribute labor at the pay event level by entering the event transaction into the Department Event Accounting Information table (DEACC), which in turn will automatically distribute payroll dollars to desired appropriation(s) based on the Event Type, Home Unit (optional), and Labor Distribution Override Options set in this table.


Not every department is granted this permission. See the Comptroller web site for Payroll Policy and Procedures regarding Department Event Accounting Rules. See the e-Learning modules on Labor Distribution Profiles and Distribute Labor for more information on Labor Distribution Override Options.


Departments will request Department Event Accounting Rules directly from the Comptroller’s Office, with no LCM system transaction. Departments can later view approved Event Accounting Rules through the Department Event Accounting Information table (DEACC) if and when approved.
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Alternate Account Rule

LCM has the capability to establish alternate accounts for a department, so that if during the Funds Availability process a primary account is insufficiently funded, alternate funding source(s) may be used to pay employees or contractors. Please note that more than one fund may be designated as an alternate.


  


Not every department is granted this permission. See the Comptroller web site for Payroll Policy and Procedures regarding Alternate Account Rules.


 


The department will be authorized to enter data into LCM by using the Payroll Alternate Accounting Information document (PALT) to submit requested Alternate Account Rules through workflow for approval.


 


The completed and signed LCM Rules Request Form should be kept on file at your department; any backup documentation that does not fit in Document Comments field in LCM should be sent to LCMRules@osc.state.ma.us with your rule Document ID in the subject.  


 


Departments can later view approved Alternate Account Rules through the Payroll Alternate Accounting Information table (PAYA).


General Guidelines for Rules Applications:


· Rule Requests must be signed and approved by a person with written signatory authority on file with the Comptroller.


· Departments must provide the authorizing language that demonstrates the authority by which the rule may be approved.  (See Rule guideline grid.)

· Rules are fiscal year based.


· CTR approves rules based on the language authorizing the expenditure.  Unless the language restricts employee expenditures by position or position type, the least restrictive rule should be used.
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Procedure


· Within the Labor Cost Management system, enter the rule information for which you wish to apply.  Enter the document into LCM, there will be an automated work-flow to notify CTR a Rule has been requested for review/approval. You should enter your Justification and/or Statutory language in the Document Comments section of your rule document in LCM; if you have additional backup/supporting documentation you wish to submit with your rule application then you can email that to LCMRules@state.ma.us. Remember to include your rule Document ID with this correspondence.   


· The Comptroller’s office will approve or reject your LCM rule document, at which point the status of the document will change from Pending Approval to Final or Rejected. You can view approved rules in LCM using the PAUTH Activity Folder (see LCM Rules E-Learning and Job Aid).


 


Figure 1 - LCM Rules Request Form


Codes and Links to Related Job Aids


PAUTH/POAA
Create a Position Rule.


PAYA/PALT
Create Alternate Accounts.


FACTR

View Account Specific Rule in Funds Availability Table.




Create a Position Rule (PAUTH – POAA)


This Job Aid shows how to:


· Define a Position Authorized Accounting Information activity folder (PAUTH).


· Define a Position Authorized Accounting Information document (POAA).


· Request a Position Rule using the POAA document.


· Create a POAA document for the first time using the Document Catalog.


Background:


Position Authorized Accounting Information activity folder (PAUTH) Definition: Activity folder departments will use to view Comptroller-approved Position Rules and Position Rule status.


Position Authorized Accounting Information document (POAA) Definition: Document departments can submit to request Comptroller approval to establish Position Rule(s), which would in turn enable the department to charge payroll dollars to appropriation(s) other than HR/CMS statutory accounting.


NOTE:  Please refer to the CTR Knowledge Center for additional Policy information.


NOTE:  Please refer to the CTR Knowledge Center for additional Policy information.


Use the Document Catalog to Create a POAA document:


Follow these steps the first time you request a Position Rule in LCM, or if you do not see any Rule present in the PAUTH activity folder in Step 4.


From the LCM Home Page (click the Home link in the Primary Navigation Panel, located in the upper right corner of screen):


1. Click the Search link in the Secondary Navigation Panel (left side of screen).


2. Click the Document Catalog link in the Secondary Navigation Panel.


3. Click the Create link at the top of the Document Catalog page.


4. Type POAA in the Code field.


5. Type [3 Letter Department Code] in Dept field.


6. Click the Auto Numbering check box.


7. Click the Create link at the bottom of the Document Catalog page.


8. Skip to Step 6 in this job aid.


Note: If you follow the above steps to create a POAA from the Document Catalog, be sure to click the “Insert New Line” link beneath the grid in the sections pertaining to Steps 7 and 8 in this job aid. Otherwise, you will not be able to populate those fields.


		Step 1 - From the LCM Home Page



		



		( Click the Rules link in the Business Functions Panel.
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		Step 2 - From the Labor Distribution Rules Workspace



		



		( Click the Position Authorized Acc Act Folder (PAUTH) link.
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		Step 3 - From the Position Authorized Accounting Information (PAUTH) activity folder Search Window

		



		( Type [3 Letter Department Code] in Department Field.


( (Optional) Type [4 Digit Unit Code] in Unit Field.


( Click OK
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		Step 4 - From the PAUTH Position Section

		



		( Select the default Rule for your department or the Rule from the grid at the top of the page that most closely resembles the Rule you will request.


Note: If there is not a Position Rule in this activity folder for your department, follow the instructions in the cover page of this job aid to create a POAA document from the Document Catalog.


( Click Authorized Chart of Accounts Link from the Secondary Navigation Panel.
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		Step 5 - From the PAUTH Authorized Chart of Accounts Section

		



		( Click the Modify Position Authorized Accounting Information Document link at the bottom of the page
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		Step 6 - From the Position Authorized Accounting Information (POAA) document – Position General Information section

		



		( Modify data in the following required fields, if necessary:


· Department: Type or select [3 Letter Department Code].

· Unit: Type or select [4 Digit Unit Code], or type a space in this field if you would like this Rule to apply to all units in your department.


· Position Number: Type or select [8 Digit Position Number], or type asterisks in this field if you would like this Rule to apply to all positions in the specified department or unit.


· From: Select the effective date of the Rule.


· To: Select the end date of the Rule, if applicable. If this Rule has no end date, leave this field blank.


( Verify the “Active” box is checked.

( Click Save Action Button

( Click Position Assigned Accounting link in the Secondary Navigation Panel.
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		Step 7 - From the POAA document Position Assigned Accounting section

		



		( Modify data in the following fields, if necessary:

· Department field: Type or select the [3 Letter Department Code] of the position-assigned department.


· Appr field: Type or select the appropriation number of the position-assigned account, or type asterisks in this field if you would like this Rule to apply to all appropriations in the specified department or unit.

Note: Do not insert more than one line in this section of the POAA. If you need a Position Rule to apply to more than one appropriation, create and submit a separate POAA document.


( Click Save action button


( Click Position Authorized Accounting link in the Secondary Navigation Panel.
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		Step 8 - From the POAA document Position Authorized Accounting section

		



		( Click the Insert New Line link.

( Enter data in the following fields:

· Department field: Type or select the [3 Letter Department Code] of the department you want authorization to charge.


· Appr field: Type or select the appropriation number of the account you want authorization to charge, or type asterisks in this field if you are requesting authorization to charge all appropriations in the specified department or unit.

( Click Save action button.


Note:  (Optional) Click Insert New Line link beneath the grid, and repeat items 2 – 3 for additional appropriations you want the authorization to charge. 


( Click Validate Action Button at the bottom of the Page – check for errors.


( Click the Document Comment link, in the Secondary Navigation Panel, so that you can enter your justification/memo for your rule request.


( From the Document Comment section, click on Insert. LCM will automatically plug-in information from the current document in most fields and these cannot be changed.


( In the Subject field, enter the rule type you are requesting (i.e.: Pos Specific, Acct Specific, or Cross-Dept) and in the Comment field you will enter your justification/memo for your rule request, when done hit Save. Note that this field can only take 1,500 characters; please use wisely. 


( Click the Back link and LCM will take you back to the Position Authorized Section of the POAA document (top image of this page). 


( Click Submit Action Button at the bottom of the Page.


( Click Close Action Button to close the Document.




		

[image: image14.wmf] 




[image: image15.png]Document View
Postion General nformation
Postion Assioned Accourtic

CM oo
) of Massachusetts
EnpPosioninfo  Deieut

Document Comments
POAA- CTR- 04030600000000001421

Labor Hstoryiag]

=181 x|

Logout

ssiilty

z

Funt Accounting
Detal ccouring
Document Comments
Document History
Document Reference
Future Triggering

Version | Dateflime | User | Phase | Subject
1 432008 11:45.06 AM_ctrasm_Drat

Pt Prev ot Last

Save Unds Inzert Copy Paste  Seaun

Document Code : [POAR

Document Dept. Code

Dacurment D

TR

[04030600000000001221

version - [i
User: [etrasm
Draft 7

Subject

Phase

Comment

Astart ||| E1w| D1 B1| £10] £30.[[En. B

||t & 2 = B &=

& @ et

Frueedlue #e2DBI@SC 1eam








		Step 9 - From the Position Authorized Accounting Information (PAUTH) activity folder

		



		( Click Close link in the Secondary Navigation Panel to close the activity folder.
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Create Alternate Account(s) (PAYA-PALT)


		This Job Aid shows how to:


· Define a Payroll Alternate Accounting Information inquiry table (PAYA)


· Define a Payroll Alternate Accounting Information document (PALT)


· View existing Rules using the PAYA


· Request an Alternate Account Rule using the PALT


· Create a PALT document for the first time using the Document Catalog.


Background:


Payroll Alternate Accounting Information inquiry table (PAYA) Definition: Inquiry table departments will use to view Comptroller-approved Alternate Account Rules and Alternate Account Rule status.


Payroll Alternate Accounting Information document (PALT) Definition: Document departments will use to submit requested Alternate Account Rules through workflow for approval.


NOTE:  Policy and Procedures have not changed, refer to the CTR Knowledge Center for additional information 


Use the Document Catalog to Create a PALT document:


Follow these steps the first time you request an Alternate Account Rule in LCM, or if you do not see any Rule present in the PAYA activity folder in Step 4.


From the LCM Home Page (click the Home link in the Primary Navigation Panel, located in the upper right corner of screen):


1. Click the Search link in the Secondary Navigation Panel (left side of screen).


2. Click the Document Catalog link in the Secondary Navigation Panel.


3. Click the Create link at the top of the Document Catalog page.


4. Type PALT in the Code field


5. Type [3 Letter Department Code] in Dept field


6. Click the Auto Numbering check box


7. Click the Create link at the bottom of the Document Catalog page.


8. Skip to Step 5 in this job aid.








		Step 1 - From the LCM Home Page



		



		( Click the Rules link in the Business Function Panel.
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		Step 2 - From the Labor Distribution Rules Workspace



		



		( Click the Payroll Alternate Accounting Act Folder (PAYA) link.
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		Step 3 - From the Payroll Alternate Accounting Act Folder (PAYA) Search Window

		



		( Type [3 Letter Department code] in the Department field


( (Optional) Type [4 Digit Unit Code] in Unit field


( Click OK

		[image: image19.jpg]Home  Personalice  Help  Accessibity  Logout

Em Info  Defa Labor Hitoruiacl 1

TR Payroll ot

Payroll Alternate Accounting Information

e

JRTTE et oz s 1541 §

Primarv Accounting Distribution

Rolated Documents.

fona:[ B
separtment: [ B

T |

[ —

object:

BsA:

|

[ &
ogrem:[ B

[ &

\ Clear Gancel

Phase
1 Attermate Accounting nformstion











		Step 4 - From the Payroll Alternate Accounting Information (PAYA) table

		



		( Verify there is a default alternate account record in the PAYA for your department. 


If there is not, an Alternate Account Rule, follow the instructions in the cover page of this job aid to create a PALT document from the Document Catalog.


( Click Create Payroll Alternate Accounting Information link located on the bottom of the page.
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		Step 5 - From the PALT Primary Accounting Distribution section – General Information sub-section

		



		( Type [Fiscal Year] in the Fiscal Year field 


( Type [department code] in the Department field


( Click on Fund Accounting link in the Secondary Navigation Panel.
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		Step 6 From the PALT Primary Accounting Distribution section – Fund Accounting sub-section

		



		( Type [department code] in the Department field


( Type [appropriation number] in the Appropriation field


( Click Save button 


( Click Alternate Accounting Distribution link in Secondary Navigation Panel.
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		Step 7 - From the PALT Alternate Accounting Distribution section

		



		( Click Insert New Line link
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		Step 8 - From the PALT Alternate Accounting Distribution section

		



		( Type [Priority number] in the Priority field. 

Type “1” in this field for the alternate account you want accessed first, then “2,” etc. for each additional alternate account line you add to this section.


( Type [department code] in the Department field


( Type [8 digit appropriation number] in the Appropriation field


( Click Save


( Repeat step 7 From “insert new line” for any additional alternate accounts.


( Click the Document Comment link, in the Secondary Navigation Panel, so that you can enter your justification/memo for your rule request.


( From the Document Comment section, click on Insert. LCM will automatically plug-in information from the current document in most fields and these cannot be changed.


( In the Subject field, enter the rule type you are requesting (i.e.: PALT) and in the Comment field you will enter your justification/memo for your rule request, when done hit Save. Note that this field can only take 1,500 characters; please use wisely. 


( Click the Back link and LCM will take you back to the Payroll Alternate Account Distribution Section of the PALT document (top image of this page). 


( Click Submit Action Button at the bottom of the Page; click Close Action Button to close the Document.
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		Step 9 - From the PALT Alternate Accounting Distribution section

		



		( Click the Close link in the Secondary Navigation Panel to close the activity folder.
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View Account Specific Rule in Funds Availability Control Table (FACTR)


		This Job Aid shows how to:


· View approved Account Specific Rule


· Define and State the purpose of the Account Specific Rule 


Background:


Funds Availability Control Table (FACTR): is used to designate the Budget Tracking Amounts to which the summarized payroll expense line amounts will be compared to in order to determine if there are sufficient funds available.   


Budget Tracking Amounts are the balances or “buckets” that LCM Funds Availability will retrieve from MMARS for each summarized Budget Structure.


NOTE:  Refer to the CTR Knowledge Center for additional Policy information.








		Step 1 - From the LCM Home Page



		



		( Click the LD Rules link in the Business Functions Panel.
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		Step 2 – From the Rules Workspace

		



		( Click the Funds Availability Rules link in the Secondary Navigation Panel.


( Click the Funds Availability Control Table (FACTR) link.
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		Step 3 – From the Funds Availability Control (FACTR) Table – Search window

		



		( Type [4 digit] Fiscal Year in the Fiscal Year field.


( Type [3 digit] Appropriation Type in Appropriation Type field.


( Click Ok
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		Step 4 – From the Funds Availability Control Page 
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This Sample is of a non-subsidiarized central expense budget.








		Term

		(General Sub-Section) Description



		( Budget Fiscal Year

		The budget fiscal year with which the calendar date is processed. Must be valid on the Fiscal Year Page.



		( Appropriation Type

		The type code associated with the appropriation unit. This code groups the appropriation units you defined on the Appropriation Unit page for reporting purposes.



		( Appropriation 

		The amount authorized by the Legislature for a specific period against which obligations can be incurred and expenditures can be made. An appropriation number identifies each appropriation. The purpose of the appropriation and any other restrictive language is included in the legislation authorizing the appropriation. 






		( Department

		The MMARS 3-letter department code.






		( Object Class

		One of 17 categories being used to classify a type of expenditure (e.g., AA -Salaries Permanent Positions, EE - Administrative Expenses).






		( Operand

		This field indicates if multiple budget tracking amounts are associated with the accounting line. If selected, then the Secondary Budget Tracking Amount is required.



		( Check Funds Availability

		This field indicates whether funds availability edits will be performed. 


If no Account Specific Rule exists then Funds Availability Control would be taken from the Appropriation Control. Either one of the records could bypass Funds Availability when the box is not checked.


If selected, a Primary Budget Tracking Amount must be specified.



		( AP Period

		If checked, allows you to define a separate Funds Availability Rule during the accounts payable period.



		( Encumbrance Reference

		This field indicates if a Payroll Hold encumbrance document is associated with the accounting line.



		      Sitewide Indicator

		Not used for Account Specific Control Rules.





		Term

		(Budget Information Sub-Section) Description



		Budget Structure

		The Budget Structure indicates if the appropriation is subsidiarized or non-subs diarized. 


· Central Subsidiary Expense is for subsidiarized appropriations.


· Central Expense is for non-subsidiarized appropriations.



		 


Budget Structure Level

		The Budget Structure Level indicates the lowest level of funds checking for that appropriation. 


· ApprUnit/Fund/Subfund/Department/ObjCls is for subsidiarized appropriations.


· ApprUnit/Fund/Subfund/Department is for non-subsidiarized appropriations.


See Central Budget Structure Overview module for more details.



		     


Primary Budget  


Tracking Amount

		The Primary Budget Tracking Amount is the total amount to date that is available to set aside for spending purposes.



		    


Secondary Budget Tracking Amount

		The Secondary Budget Tracking Amount is the total amount to date that is available to cover payroll expenses.





		Department Business Requirement

		Rule Type to Request



		· ISA


· Settlement/Judgment


· Terminal Leave


· Cross Dept/Reimbursement


· Position X in Account Y to Account Z




		POAA – Position Specific 



		· All Positions in Account Y to Account Z

		POAA – Account Specific



		· Any Position in Any Account to Any Account

		POAA – Department Specific



		· Event XX to any employee always to Account Y

		DEACC – Dept/Unit Specific



		· Anytime insufficient Account X to Account Y 

		PALT – Account Specific





		Position


Account


				Distribution


Account


				Approval Guidelines




										

		State 01


		

		State 01


				One account’s language must refer to the other accounts and each must include personnel OR Program must be the same for each account and each account must include personnel.




		State 01


		

		Federal 04


				Federal Budget includes personnel or administration.




		State 01


		

		Bond 02


				Bond authorization or account language must include personnel or administration.




		State 01


		

		Trust 03


				Trust agreement must include personnel or administration.




		State 01


		

		Retained


Revenue


				Retained Revenue account language must include personnel and, when applicable, should refer to the position assigned account.




										

		Federal 04


		

		State 01


				State account must be a “match” account and include personnel OR State account language must support the federal program and include personnel.




		Federal 04


		

		Federal 04


				Federal Budget includes personnel or administration.




		Federal 04


		

		Bond 02


				Bond authorization or account language must include personnel or administration.




		Federal 04


		

		Trust 03


				Trust agreement must include personnel or administration.




										

		Bond 02


		

		State 01


				One account’s language must refer to the other account and each account must include personnel (administration for Bond) OR language must include explicit directives on the use of accounts.




		Bond 02


		

		Federal 04


				Federal Budget includes personnel or administration.




		Bond 02


		

		Bond 02


				Bond authorization or account language must include personnel or administration.




		Bond 02


		

		Trust 03


				Trust agreement must include personnel or administration.




										

		Trust 03


		

		State 01


				State account’s language must refer to the trust account and each account must include personnel.




		Trust 03


		

		Federal 04


				Federal Budget includes personnel or administration.




		Trust 03


		

		Bond 02


				Bond authorization or account language must include personnel or administration.




		Trust 03


		

		Trust 03


				Trust agreement must include personnel or administration.






		Guidelines for LCM Rules Applications


Note: If an employee is paid 50% or greater from one account, this employee should be appointed (hired) into a position in that account.
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